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Chapter 1
Introduction

Welcome to the Nexion Cash Flow Management Solution.

Nexion is a specialist South African technology company that develops cash flow management software for
small companies such as medical practices. By automating and eliminating the complex manual receipting
and reporting processes, Nexion delivers payment solutions and complete cash flow management systems.
For the price of a credit card facility, medical practices and practitioners are able to automatically process all
payment types, proactively recover debt and generate reports from one interface, in real-time for the first
time ever. Nexion solution has proven so popular that selected educational institutions and property

companies are also reaping the proprietary softwareds

Nexion is a highly affordable and easy-to-use cash flow management system developed specifically for

medical practices to eliminate the complex manual receipting and reporting processes.

CASH FLOW MANAGEMENT
Nexion integrates with most existing practice management systems or works as a standalone payment and
receipting system to proactively receive payments, recover debt and secure cash flow control by providing

reports to balance to both Practice management systems and Bank accounts.

CASH FLOW PROCESSING
For the price of a credit card facility alone, Nexion automatically captures and processes all payment types
including credit cards, stop orders, cash, cheques, EFT and medical aid bulk receipts from one interface,

replacing manual processes and eliminating the potential for errors and fraud.

CASH FLOW VISIBILITY
Nexion provides areal-t i me overview of a practicebs or practiti ol
loaded. Nexion seamlessly generates the necessary reports to reconcile and balance the practice

management system and bank accounts with the click of a button.

CASH FLOW FLEXIBILITY
Nexion manages the cash flow of complex practices with multiple profit centres, multiple individual

practitioners and/or multiple bank accounts for ultimate cash flow control and flexibility.

Nexion is a customer-centric company that is dedicated to delivering affordable yet effective cash flow
management solutions to its customers. The Nexion Solution empowers customers such as small
businesses to proactively manage their cash flow by enabling them to accept all payment types while
minimising administration and where possible, integrating into their existing systems. Nexion works with

similar trustworthy, best-of-breed partners to deliver on its promises and to exceed customer expectation.
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Chapter 2
Getting Started

Congratulations on installing Nexion. There will be a program icon located on your Windows Desktop click
on this icon to start the Nexion application.

In the activation pack you received from Nexion you will find the following items, please familiarize yourself
with them at this time as we will refer to them in your training. At any time you can call our call centre on
0861 NEXION for customer support or to schedule additional training.

- Window Decals i please affix in a visible position to indicate to clients that you now accept credit
and debit cards.
- Nexion User manual
- Nexion Quicklinks guide
- Starter pack containing:
Manual Credit Card Forms i in case of power outages
Stop Order Transaction Forms (ACB) 1 for your stop order facility
Manual Credit Refund Forms i in case of a refund
Merchant Maintenance Forms i to amend any details pertaining to the practice
I.e. Change of address, telephone, user or bank details

All support documentation can also be found on our website www.nexion.co.za in the Merchant Access
Tab.

HOME ABOUT NEXBON PRODUCT OVERVIEW DEALER ACCESS CONTACT

droons! Rescurces

Seng wp Nexon

You are here: Home »

Merchant Access & Resource Centre

Welcome to owr merchant access section, here s whare you will be able t0 acCess our user manudls
WIER GUIZes 10 Show yOu Rowy 80 USe Our Product 35 well a5 JJAUON)! resources that may Come in

. Home
Rhandy, To access ths S&ction you will require your sruque merchant login detads,
User manusis [Nexon Forms - Mancal Transactions] and officsal forms [Nexson User Manuals] to ® lienon revphifon enters medQ
follow >> maatredm
User Manuals, under the Merchant Access Tab
I n the fiUser Manual so0 secti on, find an online user m &

Forms, under the Merchant Access Tab

I n the AFormsodo section, f i nManulcCreditlCard, StapOrder Transactiars, i n P L
Manual Credit Refund Forms and Merchant Maintenance Forms.

Additional Resources, under the Merchant Access Tab

In the fAAdditi on alindersanuals oreirgegratsddgransactions:, f

GoodX

Medemass i Elixir
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Health Focus i Eminance
Vericlaim

Setting up Nexion (Integration), under the Merchant Access Tab
In the ASetting up Nexiondo section find user manual s

Training Resources, under the Merchant Access Tab
I'n the ATraining Resourcesodo section find a guideline
Starting the program

1. Double-click on the Nexion icon on your desktop.

@xion

Payment Solutions ‘ ‘

2. The User Login screen is displayed.

F ™

Mexicn - User Login

|lsemame : [ - ]

Password :
! |

Nexion will be pre-installed with the users as specified on your application form.

3. Select user name from the dropdown list.

Mexicn - User Login

semame [neaam = ]

Derick
Password : Y |
\

The default setting for the Password is: nexion (lower case), please personalise it immediately to
a password only you know.
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4. Type in your password

r© N

Mexion - User Login

|semame : [ne:don - ]

Password - [~ e

Please Note:
When an incorrect password is typed, Nexion will display the following
message:

- )

"

Incorrect username or passwerd or no groupid loaded.

5. Select the <OK>. You will return to the User Login screen. Select your username and
Re-enter your password
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6. After you have successfully logged into Nexion, the main menu will be displayed.

“ Standalone: 3.5.0.2 E@g

File  Tasks Settings

A Menu Cptions
-

Process Standalone Transaction

Obtain Pre-authorization

Generate Reports

Register Stop Order Party

Reprint Receipts

Deposit Cash & Cheque

Process Refund

Setting up Nexion
Tabs on the Main menu screen are used to set up and maintain your Nexion experience

On the top bar of the screen:

File Tab -
Select AFiled drop down to check for new software upo¢a

" Standalone: 3.5.0.2

File | Tasks Settings
Check for updates P
L Exit
- — - -

Tasks Tab i

Sel ect 0(Ravek Bebit otder party details,(B) User Maintenance and (C) Report subscriptions

2¢ Standalone: 3.5.0.2

Tasks | Settings

Member maintenance
’ ” User maintenance

File

A

Report Subscriptions
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A. View Debit Order Parties
To view a previously registered stop order party do the following:

1. From the fANexion Main Menuo, dg elpe dto wtnh enefhTua ssked & ctt
Order Partyo
Esuﬁaa«?ssm-
- -— P——
File | Tasks | Settings
[ Member maintenance T
’ | User maintenance I Meny Qotions
n’ Report Subscriptions » [ Process & R ]
CG7ZATOUT] siinnsiadilca
[ Generate Reports }
[ Register Stop Order Party l
[ Reprrt Receipts ]
[ Depost Cash & Cheque }
[ Process Refund J
L

2. A search screen is then displayed

[ ace - ' —— e e — |
Searchby Bank Acc No -] @ |
| Search Clear Cancel
cid Title Name Surname D No Bank Acc No Branch Code Last Mandate status_id *
2 M Craig Furter TN 4938050068191489 1
178 Mr Craig Furter T 07123456789 051001 1
271 Mr Craig Furter T 09303984203 029384 2
141 Mr Craig Furter T 00071535462 020509 1 3
182 Mr Nicholas ~ Botha 1234567890123456 12345678909 1234 1
184 11 nm T nmm i 1m 1
186 Mr John Dirt 7007295272086 02734560012 020099 1
187 Mr Nicholas ~ Botha 1234567890 92129978540 632005 1 14
188 776567898776 nnnn bbbb 7897987987 92129978540 632005 1
189 mrs b I 8607160201087 62255439442 201709 1
190 2 00071535462 632005 1
191 MR test bot 67890987 92129978654 360000 2011/02/02 12:00:00 AM 1
185 Mrs Bronwyn N Leeman 8607160201087 (0071535462 201709 2011/02/09 12:00:00 AM 1 L
< n ] *

= —i
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3. Select the stop order party to be viewed.
G —_ e e
Searchby: | Bark Aoc o -] E v o
o
cid Title Name Sumame 1D No Bank Acc No Branch Code Last Mandate status_id *
187 Mr Nicholas ~ Botha 1234567890 92129978540 632005 1
188 776567898776 nnnn bbbb 7897987987 92129978540 632005 1
189 mrs b [ 8607160201087 62255430442 201709 1
150 2 00071535462 632005 1
191 MR fest bot 67890087 92129978654 360000 2011/02/02 120000 AM 1 0
185 Mrs Bromwyn N Leeman 8607160201087 0071535462 201709 2011/02/09 12:00:00 AM 1
193 [ms  [Bronwyn |Leeman [8607160207087 |e2o0i2512 201709 [ 2011/02/08 1200:00 AM
194 Miss Melanic  Pieterse 8004040240083 62255433442 201709 2011/0208 120000 AM 1
195 Ms Cinda  Costzee 8008265142086 0071535462 123456 20110210 120000 AM 1 E
192 Ms Acctest  koos 1234567890 92129978540 360000 2011/02/02 120000 AM 1
181 Mr Randythere HandyAndy 8002316152086 00123455789 020009 20110210 120000 AM 1
%4 Mr Craig Futer 1111111111111 1231231231231 1
2% Mr Craig Futer 1111111111111 123112312313663 1 =
(] il ]

4. The ARegister Stop
(see chapterd on registering a stop order

Order
party)

screen

Partyo

F
Stop Order Party Registration

Merchant

Merchant Ref

Acc Holder ID No
Acc Holder Title
Acc Holder Name
Acc Holder Sumame
Bank Mame
Account Number
Branch Code
Accourt type

Accourt Name

Mandate Date

DEE 1234
8607160207087

Mrs

Bronwyn

Leeman

FNB

62201234512

201709

B Leeman ACE Test
(1R

[T] Mandate Attached

Save

2011/02/08

s display
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B. User Maintenance
Changing your password (first time user)
After Initial log on, the user password needs to be changed, to do this:

1.Fr om NexiomM&i n Me nu 0 ,fTasksolTab.d-tom thérTeaasks drop down menu, select the

fi U s MaintenancedoOp t i o n Jser nTamtenanceodscreen is displayed.

S Standslone 1507 [= | ]
File | Tasks | Seftings

| Mermbier mBnlenande
’ Liser maintensnce ety [
Report Subscriptions "
I lml Process Standsons Transacton

Fapeenl Saluliars ;
Oblarn Pre-authon zabhon

Cerarare Fisgaory

Regater Siog Crder Pasty

Faperd Racegis

Depoad Cath & Chbcpon

Frocoeta. Rl

2. Select your Username from the dropdown list.

w ™

User Maintenance ‘

Select Usemame: [ - ]

Derick
MEXian I«

Curment Password:

Mew Password:

Confirm:

:

e f
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3. Type in your Current password.

Uszer Maintenance ‘

Select Usemame: [ne:dnn -

A

Current Password: =™

Mew Password:

Confirm:
:
b A

4. Type a new password in the New password field.

Uszer Maintenance ‘

Select Usemame: [ne:dnn -

Curent Password: =

Mew Password:

A

Corfim:
e &+

5. Type in your new password in the Confirm field.

Uzer Maintenance ‘

Select Usemame: [nem‘un w7

Cument Password: =

Mew Password: ™

Corfirm: = <
b >
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6. Select the Update User button.

Uszer Maintenance ‘

Select Usemame: [ne:dnn hd

Cument Password: ™

Mew Password: —

Corfirm: =

T g ———

e

7. 1 f the system accepts the changes the AUser updat ¢
Select the <OK> to continue. The Nexion system will update the changes and automatically return
the user to the main menu screen.

. =)

User updated successfully.

|

Note:

When an incorrect current password is typed, Nexion will display the following
message:

[ - [zt

The current password that was entered was incorrect.

Click on the OK button. You will be returned to the user maintenance screen.
Select your user name and retype your password.
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Note:

When an incorrect new password is typed into the confirmation field, Nexion will
display the following message:

- | n

Password is different to confirmation.

CHE

Click on the OK button. You will be returned to the user maintenance screen.
Select your user name and retype your password.

To reset your password 1 contact our call centre on 0861 639 466
To add or remove a user i contact our call centre on 0861 639 466

C. Report Subscriptions
Nexion now allows you to subscribe to daily, weekly and monthly reports; reports will be delivered to any e-
mail addresses specified and scheduled by you. Keep in touch with your cash flow by having reports
delivered to you.

1. From the Nexion Main menu select the Task tab.

- 5

®g Standalone: 3.5.0.2 [

» .
Fle” Tasks  Settings

Menu Options

Process Standalone Transaction

QObtain Pre-authorization

Generate Reports

Reprint Receipts

Deposit Cash & Chegue

Process Refund

|

| |
| |
| |
| |
| |
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2. Select Report Subscriptions.

Sandsione Transacton

Citan Pre-authorzation

Generate Reponts

Ragster Sop Ordar Paty

r— p— — — — g— g

3. Select Add.

File | Tasks | Settings

=

ey ===

Stop-Order Party Maint

Uszer maintenance

Meny Options

NCRIGT

&

a —
| 5 Remove b-
|

Obtan Pre-authonzation

Generate Rapods

Register Stop Order Paty

Repart Receipts

Depast Cash 8 Cheque
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4. A Schedule Report screen will be displayed.

—
IEE‘ Scheduled Report

v | B S |

Report Type: [Submissiun

'] Tren Categary: [-'"'-"

)

Trn type: [.Pdl

- Status: | Al

)

Cycle Period: [ Diaily

)

Destination Email:

Send Test Email |

Licensee: [ Development

d

Save

5. Select the report you wish to be subscribed to from the drop down.

—
IEE‘ Scheduled Report

= | B | |

» Feport Tvpe: | Submission

TertyPe:  Bark Recon

¥ | Trn Category: [-'"'-"

)

| Status: | Al

)

Cycle Period: [ Daily

)

Destination Email:

Send Test Email |

Licensee: [ Development

d

Save
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6. Select the transaction category from the drop down.

—
IEE Scheduled Report

Feport Type: [Submissiun

T type: [AII

Cycle Period: [ Dby

Destination Email:

'] Trn Category: (Al - | <
"] Status:  (Cash
Bank
v] Card
ACE

Send Test Email |

Licensee: [ Development

)

Cancel

Save

7. Select the transaction type from the drop down.

—
IEE Scheduled Report

R EI™™)

Report Type: [Submissiun

*] Tren Category: [Cﬂl'd "’]

» Tnntype: |All

E}"ClE-‘ Period: Master Card
Visa
Debit Cards
Ame

Destination Email: | Diners

- Status: [p..u v]

Send Test Email |

Licensee: [ Development

)

Cancel

Save
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8. Select the Cycle Period from the drop down.

P —
lEE‘ Scheduled Report

e ™ ™)

Report Type: [Submissiun

'] T Category: [Cﬂl'd "’]

Trn type: [.NI

- Status: | Al -

Weekly
Morithhy

Cycle Perod: ‘Dﬁ v'

Destination Email:

Send Test Email |

Licensee: [ Development

d

Cancel

Save

9. Select the status from the drop down

—
IEE‘ Scheduled Report

™™

Report Type: [Submissian

Tron type: [,P..II

Cycle Period: [ Diaily

Destination Email:

"] Trn Category: [Card "]
'] Status: ‘.P.I.I v]‘r
T] Pending

Failed

Paid

| Send Test Email |

Licensee: [ Developmert

d

Cancel

Save
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10. Select Licensee from the drop down.

—
IEE Scheduled Report

Y e | B e

Feport Type: [Submissiun *]
T type: [AII v]
Cycle Period: [nairf v]

Destination Email:  bleeman @nexion.co.za

Trn Category: [Cﬂl'd ~ ]

Status: [p.n v]

Send Test Email

» |icenses:

11. Type in the Destination Email address.

—
IEE‘ Scheduled Report

Y 2| B et

Report Type: [Submissiun ']
Trn type: [AII v]
Cycle Period: | Daily -

Destination Email:  bleeman@nexion co.za

Tren Categary: [Card hd ]

Status: | Al -

Send Test Email |

Licensee: [ Development

d

Cancel

Save
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12. Select Send Test Email.

—_— N
IEE Scheduled Report @Elﬂ
Report Type: [Submissiun "] Trn Category: [':E"'d ']
Tom type: [Al - Status: [l ~|
Cycle Period: [Daihr *]
Destination Email: bleeman @nexion.co.za Send Test Email ]A
Licensee: [EDevelopment ']
e

13. An Email Sent Successfully message will be displayed. Select <OK> and the user is returned to the
Schedule Report screen to subscribe to more reports. To return to the main menu select <Cancel>.

i Prompt ﬁ

Ernail sent successfully

Settings Tab -
Selectthe i Se t ttd (A)glange Receipt settings, (B) Cash Drawer settings and (C) Printer settings.

F

%% Standalone: 3502

File Tasks -Sﬂ:tings |

Receipts
- '

A
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A. Receipt Settings
1. Select the ASettingso tab from the top bar of you

F ™
"¢ Standalone: 35.0.2 S
File  Tasks | Settings

A Menu Options
-
l I e X O I I Process Standalone Transaction

Payment Solutions \ ‘

Obtain Pre-suthorization

Generate Reports

Reprint Receipts

Deposit Cashi & Cheque

l Register Stop Order Party
l Process Refund

(S SN ) SN ———— ) SSS——" ) = SN

2. Select AReceiptso from the drop down menu

% Standalone: 3.5.02 - e B

File Tasks | Settings -
- Receipts '

Nexjion, [

-
Payment Solutlions \ ‘

Obtain Pre-authodzation

Generate Reports

Reprint Receipts

Depost Cash & Cheque

Process Refund

]
| |
| |
BT
| !
| J
| l
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3. The 0 ReXeetitpitnsgs 0 screen wi l | be displayed. Select

r B
*2 Receipt Settings - LEIM

e
{Receipts || Cash Drawer | Printer |

Bank

@ 2 Receipts printed on one page in Landscape view
' 1 Receipt
) 2 Receipt {one per page)

() Mo Receipts
Cash

@) 2 Receipts printed on one page in Landscape view
) 1 Receipt
) 2 Receipt (one per page)

") Mo Receipts
Card

@ 2 Receipts printed on one page in Landscape view
1 Receipt
1 2 Receipt {one per page)

Stop Order

@ 2 Receipts printed on one page in Landscape view
7)1 Receipt
) 2 Receipt (one per page)

Failures

@ 2 Receipts printed on one page in Landscape view
~) 1 Receipt
I ) 2 Receipt (one per page) I

=) Mo Receipts

Cancel Save

4. A settings saved screen will be displayed. Select <OK> to continue

r =

Settings saved

-
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B. Cash Drawer Settings

1. Select the ASettingso tab from the top bar

F ™
"¢ Standalone: 35.0.2 [ESE3
File  Tasks | Settings

A Menu Options
-
l I e X O I I Process Standalone Transaction

Payment Solutions \ ‘

Qbtain Pre-authorization

Generate Reports

Reprint Receipts

Deposit Cash & Cheque

| |
| |
| l
[ esmonrer |
| l
| l
| l

Process Refund

2. Select AReceiptso from the drop down menu

2 Standalone: 3.5.0.2 =8

File Tasks ‘ Settings Al

heXxion | ==

Payment Solutions \ ‘

Obtain Pre-authodzation

Generate Reports

Regster Stop Order Party

Reprint Receipts

Depost Cash & Cheque

Process Refund

——,_,,__.__.‘_——j—*
— ) ) ) ) ) G
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3. The AReceipts Settingsod screen wil!/ be displayed.
T AASel ect the fACash Drawero Tab on the top of the
T (B) I'f a cash drawer is installedi oasaltleddck th

1 (C) Select Save

[og i ; =
= Receipt Settings -

ash Drawer | Primerl

P[] Cash draw installed

Coe c
_

5. A settings saved screen will be displayed. Select <OK> to continue

- =)

Settings saved

-
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C. Printer Settings
1. Select the ASettingso tab from the top bar of
[~ standalone: 35.02 - [ESEE )
File  Tasks | Settings
A Menu Options
n ex I O n I Process Standalone Transaction l
Payment Solutions
l Qbtain Pre-authorization l
l Generate Reports l
l Register Stop Order Party l
l Reprint Receipts l
l Deposit Cash & Cheque l
l Process Refund l
2. Sel ect A Re the drgptdevd ménu o m
2< Standalone: 3.5.02 — =5
File Tasks | Settings -
- Receipts '
NEXION, | [roswswontona |
Payment Solutions
] Obtain Pre-authodzation J
[ Generate Reports 1
‘ Regsster Stop Order Party }
{ Reprint Recepts ]
{ Depost Cash & Cheque ]
[ Process Refund }
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3. Th

== - O

fRecei
(A) Slip Printer
(B) Windows Printer

<«
| [HF' LaserJet M3035 MFP PCL 6

pts Sett

-

ingsd0 screen

™z Receipt Settings

| Recsipts | Cash Drawer | Printsr |

@ Slip Printer: -

Wi

=

| @ Windows Printer:

[HP LaserJet M3035 MFP PCL &

=

Cancel

%

Save

4. Select the desired printer from the dropdown list
1 (A) Do a test print
1 (B) Select Save

-

< Receipt Settings

| Receipts I Cash Drawer | Printer |

) Slip Printer:

[HF‘ LaserJet M3035 MFP PCL &

7]

@ Windows Printer:

[HF‘ LaserJet M3035 MFF PCL &

-]

VENDOR THERMAL PRINTER{COPY

VENDOR THERMAL PRINTER
Send To OneMote 2010
Microsoft XPS Document Writer
Joumal Note Writer

HF LaserJet M3035 MFP PCL &

Fax

Cancel

== B

be

di spl ayed.
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5. A settings saved screen will be displayed. Select <OK> to continue

2]

Settings saved

-

Navigating the system

The Main Menu

(S

"y Standalone: 3.5.0.2 =R
File  Tasks Settings
Menu Options

nexion

Payment Solutions \ ‘

Process Standalone Transaction

Obtain Pre-authorization

Generate Reports

Register Stop Order Party

Reprint Receipts

Deposit Cash & Chegue

Process Refund

Buttons on the Main Menu Screen:

Process Standalone Transactions
Provides access to the payments screen where you can capture and process client payments.

Process Standalone Transaction

Obtain Pre - Authorization
Use this option to reserve funds on a credit card, allowing you to guarantee funds for 5to 7

working days. This feature will allow you to collect shortfalls and to lock in funds on your clients
cards prior to services being rendered.

Dbtain Pre-authorization

Copyright | Nexion SA (Pty)
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Generate Reports

Access to Bank Recon (Previously Cash Report) as well as the Submission and Pre-Auth
reports

(see chapter -- page --)

(enemste Repods

Submission Report i Used to reconcile practice management/ debtor system
Generate a report detailing the transactions processed/ receipted within the selected date
range.

Bank Recon Report -- Used to reconcile bank account(s)

Generate a report detailing transactions/funds that have been deposited to the practice /
merchant bank account(s) within the date range selected.

Pre-Auth Report i Used to view pre-authorizations
Generate a report detailing pre-authstaken5t o 7 days prior on a client

Register Stop Order Party

Allows you to register a debtor for recurring payment such as treatment plans and for subscriptions
such as contact lens programs.

Nexion enables you to deduc tsofchegua accountio imstaynentsrof d e bt
up to 18 months. Transactions can be processed on Nexion provided the start date (first
transaction) is not later than today and no more than 30 days in the future.

riagister Stop Crder Fardy

Reprint Receipts
Allows you to reprint receipts
Whether it is for the last transaction processed or any previous Nexion transaction processed

Fepeirt Recepts

Deposit Cash & Cheque
Cash & Cheque transactions will remain pending on
your till and a cash deposit detail is printed, which will then change the status to paid.

Deposit Cash & Chague

Process Refund
Use this option to do a full or partial refund against a previous transaction. Note that debit card

transactions cannot be refunded directly to the card, however it an alternative refund method may be
used.

Process Refund
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Chapter 3
Processing 7 Credit Card & Debit Card Transactions
The following cards are accepted, and can be processed using Nexion:

Credit cards: Visa, MasterCard, Diners Club and American Express

VA 0P I
VISA o 8 ERI
[t did Diners Club EXPRESS
International

Debit cards: Visa Electron and MasterCard Maestro
visA
Electron

A1 All Non Chip and Pin cards are swiped with the magnetic strip facing the terminal as indicated in
figure A.

B i All Chip and Pin cards are dipped with the chip first and logo on the card facing upwards as
indicated in figure B.
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Nexion allows you to receipt your Card transactions processed by your cashier. Transactions will reflect on
your reports, and assist you in balancing your bank account to your practice management system.

All card payments are receipted on NEXION (date processed). Card transactions will remain in status
pending until paid to your bank account 48 hours later.

1 Integrated users initiate transactions on the practice management system.
1 Non-integrated users receipt all transactions using Nexion standalone module only.

PROCESSING CARD PAYMENTS

9 Standalone Users follow Step 1-11 to process a card transaction

1 Integrated Users will initiate transactions from your Practice Management System (See
your relevant appendix for details on how to initiate payments using your Practice
Management System) and start using this user manual at step 5 below.

1 Nexion is currently integrated with the following Practice Management Systems
Medemass i Elixir
Healthfocus i Eminance
GoodX
Vericlaim

Please note:
Always ensure that your printer is switched on, and has enough paper.

1. From the fANexi on Recéss Stadvidalone dransaetiorc t f

- 5

g Standalone: 3.5.0.2 =AEEN X

File  Tasks Settings

A Menu Cptions
-
l I X O l I Process Standalone Transaction

Payment Solulions \ ‘

Generate Reports

Reprint Receipts

Deposit Cash & Chegue

| )
| |
| |
| |
| |

Process Refund
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2. Choose a licensee to be credited for this transaction from the drop down box. (If only one

merchant is registered at your site; the dropdown will default to the correct merchant.)

f . R
nxAgent version: Siﬂ " -
A Paymert Details

n eXi 0 n . Process Card
Licensee: ’Developrnerrt

2l
Pa"mr‘ﬂtsn'h“nﬂs I
Amourt: ZAR Process Manual Card

Process Cash or Cheque
Transaction Refd: Process EFT to Bank Acc
Member Reft:
Bank Auth # Process ACB
Cancel Process Pre-Auth

— 3. Type in transaction amount.

- . R
nxAgent version: S.Sﬂ " -
& - -
A Paymert Details

L]
nexion i
Licensee: [ Development 5
Paymant Solutions
v Amourt:  430.00) ZAR Process Manual Card
T Process Cash or Cheque
Transaction Ref#: Process EFT to Bank Acc
Member Ref4:
Borkk Auth 2 Process ACH
Cancel Process Pre-Auth
L el
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User Manual i Nexion Payment Solutions Nexion Call Centre 0861 639466 Version 3.6.1

4. Type in Transaction Ref # (This can be an invoice or file number) and Member Ref #. This can

be your clientés name. (These references will a
reports and reprinted receipts)

Integrated Users start at this point Practice Management System pre-populates the
screen (below) for you, you MAY have to select which merchant has to be credited.

nxAgent version: 3.5.0! \ ———
']
A Paymert Details
]

n ex O n Process Card
Licensee: [Developmerrt -

Payment Solutions ’
V Amount: 43000 ZAR Process Manual Card

Process Cash or Cheque

» | Transaction Ref#:  DEB 018201 Process EFT to Bank Acc

> Member Ref&:  MrJ Smith

Bank Auth #: Process ACB

Cancel Process Pre-Auth

5. Sel ecProcess€ardd button. (I'f card is noti Qardecden't pl
present transactions)

6. Apop-up screen wil/l be displayed, prompting the wu

LN

Present card...
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7. Swipe Non chip and pin card through the slot on the side of the terminal, with the magnetic strip at
the bottom of the card facing towards the terminal. Dip card if applicable in figure B.

8. Follow the prompts on the screen of the pay point terminal. You will either be asked to confirm entry
or to make a selecti on cuosnifnigr m hbey fudsoiwng atrhreo widog raenedr

Selection (Down Arrow)

Confirm (Green Button)

9. Two receipts will automatically be printed to your default printer. (Receipt settings see chapter 14)
NOTE i if the receipt indicates DECLINED the transaction did not complete successfully.
(For explanation of decline codes see Chapter 17)
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THE MERCHANT RETAINS A SIGNED COPY AS WELL AS AN IMPRINT OF THE CARD (THIS
COPY MUST BE FILED AS IT MAY BE REQUIRED IN THE CASE OF A CHARGEBACK) AND

THE PATIENT RETAINS THE OTHER COPY

your PC

of the rece

10.. The receipt will also be displayed
Clicking on ACopyo will <create
Clicking on priRtéhp nedeipts. kin cagel of printer nealfunction (see Chapter 14).
[ Cory | [ Bepimt | [ Complete |

Successful Credit Card Transaction

Merchant : Development
10 Mill StreetPineland

License : DEVREFOL
Date - 201170210 14:13:-45
Username : Derick

Card Payment Receipt

Mem Ref - J Smith

Trxn Ref - DEB 0182

Trans. ID - 005313

AuthId - §30350

Merchant ID : 00000Z1S000000Z
Terminal ID : 00000001

Card Type - Credic

Card £ c ST lewwssssw 1334
(Amount : R 430.00

Budget :

I agree to pay this amount as per my
cardholder agreement

Cardholder
Sigmature . . ..o

Powered by Mexion

h

Integrated users: Successful transactions will post to patient record at this point.
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Chapter 4
Processing 1 Manual Credit Card Transactions/ Card not present

There are two reasons why a card transaction would be processed manually (card not swiped):
A: Your system may be down or your connection to the Internet may be down.

1. Client completes MANUAL CREDIT CARD TRANSACTION FORM. Ensure that this form is
signhed and you have an imprint of the card. (Manual credit card transaction form
(See Appendix 2 Page --)

2. Verify that all details filled in match the actual card

3. Fill in your merchant information on header of form (For Nexion to determine which Licensee
should be credited for this transaction.)

4. Fax completed form to NEXION for processing. Fax number 086 654 6016. Nexion will fax a
receipt as soon as transaction is processed OR process when you have access to your system
again using instructions below.

B: No card present or magnetic strip/chip on card damaged:

1. Client completes MANUAL CREDIT CARD TRANSACTION FORM. Ensure that this form is
signed and you have an imprint of the card. (Manual credit card transaction form
(See Appendix 2 Page --)

2. Verify that all details filled in match the actual card

3. Fill in your merchant information on header of form (For Nexion to determine which Licensee
should be credited for this transaction.)

4. Process using instructions below.
5. Where possible have client sign receipt and obtain card imprint on receipt.

Nexion allows you to receipt your Card transactions processed by your cashier. Transactions will reflect on
your reports, and assist you in balancing your bank account to your practice management system.

All card payments are receipted on NEXION (date processed). Card transactions will remain in status
pending until paid to your bank account 48 hours later.

1 Integrated users initiate transactions on the practice management system.
1 Non-integrated users receipt all transactions using Nexion standalone module only.

PROCESSING CARD PAYMENTS (CARD NOT PRESENT)

9 Standalone Users follow Step 1-14 to process a card transaction

1 Integrated Users will initiate transactions from the Practice Management System (See your
relevant appendix for details on how to initiate payments using your Practice Management
System) and start using this user manual at step 5 below.

1 Nexion is currently integrated with the following Practice Management Systems
Medemass i Elixir
Healthfocus i Eminance
Good
Vericlaim

Please Note:
Always ensure that your printer is switched on, and has enough paper.
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1. Fromtheid Ne x i o n enMdseleat fPvbcess Standalone Transactiono .

File  Tasks

7~

nexion

Payment Solulions \ ‘

“u Standalone: 3.3.

Settings

Menu Options

Process Standalone Transaction

Obtain Pre-authorization

Generate Reports

Reprint Receipts

Deposit Cash & Cheque

|
|
|
|
|
|

Process Befund

2. Choose a merchant to be credited on this transaction from the drop down box. (If only one merchant
is registered on your site, drop down will default to the correct merchant.)

-
nxAgent version: 3“ " -
A Paymert Details
L]
nexion ][
Licensee: ’Devaopmeﬂt < T
Fayment Solutions
V Amourt: ZAR Process Card
(card not present)
Process Cash or Cheque
Transaction Ref#: Process EFT to Bank Acc
Member Ref:
Bark Ath # Process Stop Order
Cancel Process Pre-Auth
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3. Type in transaction amount.

f 3
nxAgent version: 32.(}! \ . - ;
A Fayment Details

]
nexion
Licenses: lDevaopment *]
Paymaent Solutions —
Amourt: 430, 7AR Frocess Card
o fml (card not present)
Frocess Cash or Cheque
Transaction Reff: Process EFT to Bark Acc
Member RefH:
[ |
Bark Auth & Process Stop Order
| e F &

4. Type in Transaction Ref # (This can be an invoice or file number) and Member Ref #: This can be
y o ur cnamee(fhesk seferences will allow you to identify the transaction on your reports and
reprint receipts.

Integrated Users start at this point Practice Management System pre-populates the screen
(below) for you, you MAY have to select which merchant has to be credited.

-
nxAgent version: 32.&“ . -
A Payment Details

n exion Process Card
Licenses: lDe\relopmem ‘]

Payment Solutions —_—
v Amourt:  430.00 ' Process Card
{card not present)

Process Cash or Cheque

o
=31

Transaction Ref#:  DEB 0182

A

o o T O SR
TTOCESS O 1 10 DaTie Aoe

A

Member Refs: J Smith|

Procass Pre-Auth
| = -
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5. Select fProcess Card (card not present)a

A .

-
nxAgent version: 3.5.“ . -
M\
n e X I Process Card
Licenses: [Devaopment v]
Fayment Solutions
V Amourt: 430,00 ZAR Process Card
{card not present)
Process Cash or Cheque
Transaction Refff:  DEB 0182 Process EFTto Bank Acc
Member Refd:  J Smith
Bank Auth & | Process Stop Order

%

6. A screen will be displayed, prompting the user to enter the card details:

A. From the drop down menu select the card type

-

nfgent versiom: 3.5.0.5

Type: [

Master Card
ACH iea

Expiy Date: Diners

American Bxpress

CVW2:
Auth id:
Budget

N [7] use budget facility

:] months

[] Card imprirt obtained
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B. Enter the card number

F 5

nxdgent version: 3.5.0.5

Type: [ru'lasterCard v]
Acc#: 5221 1234 1234 1234 < B
Expiry Date: 1 fomyy)
CWW2:
Auth id:
Budget
[l [] use budget facility

:] months

[] Card imprint obtained

G

b

C. Enter the expiry date on the card

A
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